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Extended TDY Assistance 
Service Delivery Guide 

Introduction 
 

The NSSC is responsible for providing assistance to individuals 
authorized by NASA for extended TDY travel. 

The NSSC provides the following service in accordance with Federal 
Travel Regulations (FTR) 301, and NASA policy guidance. 
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Extended TDY Assistance  

 
Roles & Responsibilities 
 

Roles and 
Responsibilities 

Action Tips 

Step 1 
 
NASA Center 
 
Notify NSSC of 
Extended TDY 

Travel preparer or traveler 
notifies NSSC via the Extended 
TDY Questionnaire of an 
impending extended TDY 
assignment. This notification 
includes information such as the 
name of the employee, the 
duration of the TDY and contact 
information 
 
Output: Traveler sent Extended 
TDY Assistance Training 

 
 
 
 
 

Step 2 
 
NSSC (SP) 
 
Ex-TDY Orientation 

Traveler is sent via e-mail 
instructions for accessing the 
EXTTDY training via SATERN. 
Through the training, the traveler 
will receive orientation of 
Extended TDY policies, 
procedures and entitlements. 
Traveler access to the training is 
tracked through SATERN 

 

Output: Traveler oriented and 
ready for assistance 

 

Step 3 
 
NSSC (SP) 
 
Assist Employee  
 

NSSC assists the employee on 
extended TDY policies, 
procedures and entitlements in 
accordance with Federal Travel 
Regulations and NASA’s Financial 
Management Requirements.  A 
checklist is utilized. 

 
 
Output: Employee assistance 

Federal Travel 
Regulations 
 
NASA Financial 
Management 
Requirements 
 
Appendix: A  
(Extended TDY 
Assistance Checklist) 
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Roles and 
Responsibilities 

Action Tips 

Step 4 

NASA Center 

Employee/Preparer 
Builds Authorization 

The employee/preparer completes 
the Extended TDY authorization in 
Travel Manager 
 
Output: Proposed TDY 
authorization 

 

Step 5 

NASA Center 

Approve/Fund 
Extended TDY 

The NASA Center authorizing 
official approves/funds the 
extended TDY authorization  

 

Output: Approved TDY 

 

Step 6 

NASA Center Submit 
Travel Vouchers 

The employee/preparer submits 
travel vouchers and receipts.  
Employee electronically signs 
voucher 

 

Output: Voucher Payment 

 

Step 7 

NSSC (SP) 

Customer Satisfaction 
Survey 

 

NSSC will conduct surveys of 
assisted travelers to measure 
customer satisfaction. The survey 
will be sent no later than two 
months after established TDY 
departure date  
 
Output: Customer Satisfaction 
Metrics 
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Metrics 

Initiating 
Office/Entity 

Deliverable (Output) Receiving 
Office/Entity 

Metric 

NSSC (SP)   Conduct customer 
satisfaction survey 
for assistance 

Traveler Within 2 months of 
extended TDY 
departure date 

 

Privacy Data 
All participants involved must ensure protection of all data covered by 
the Privacy Act. 
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System Components 
Existing Systems 

[Use system descriptions from RFP J-03 Technical Exhibit 9 (TE 9 – Existing 
IT Systems)] 
 

IT System Title  IT System 
Description 

Access 
Requirements 

IT System 
Interfaces 

   None   

 
 

 

New Systems 

[Use system descriptions from RFP J-03 Technical Exhibit 8 (TE 8 – New IT 
Systems)] 
 

Generic System 
Title 

Business 
Requirements for 
System 

Access 
Requirements 

IT System 
Interfaces 

 [List specific 
business 
requirements for 
the activity] 

[List roles that 
receive access] 
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Contact Center Strategy 
Each activity requires a clearly defined contact center strategy which 
answers the question "Who will answer the call and handle the 
request" and defines the escalation parameters for the activity. 
Because of the varied nature of the NSSC's activities and volume of 
transactions, each activity has a unique contact center strategy. Refer 
to the NASA Shared Services Center Customer Contact Center Service 
Delivery Guide (3.5.1) for the contact center strategy for this activity. 
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Appendix A 

Extended TDY Assistance Checklist 

 

RELEASED - Printed documents may be obsolete; validate prior to use.RELEASED - Printed documents may be obsolete; validate prior to use.



        Extended TDY Assistance Service Delivery Guide                                                      NSSC-FM-SDG-0005 
                                                                                                                                    Revision: Basic   

 
 

PRINTED DOCUMENTS MAY BE OBSOLETE.  VALIDATE PRIOR TO USE 
 

Page 11 of 15 

 

RELEASED - Printed documents may be obsolete; validate prior to use.RELEASED - Printed documents may be obsolete; validate prior to use.



        Extended TDY Assistance Service Delivery Guide                                                      NSSC-FM-SDG-0005 
                                                                                                                                    Revision: Basic   

 
 

PRINTED DOCUMENTS MAY BE OBSOLETE.  VALIDATE PRIOR TO USE 
 

Page 12 of 15 

 

RELEASED - Printed documents may be obsolete; validate prior to use.RELEASED - Printed documents may be obsolete; validate prior to use.



        Extended TDY Assistance Service Delivery Guide                                                      NSSC-FM-SDG-0005 
                                                                                                                                    Revision: Basic   

 
 

PRINTED DOCUMENTS MAY BE OBSOLETE.  VALIDATE PRIOR TO USE 
 

Page 13 of 15 

 

RELEASED - Printed documents may be obsolete; validate prior to use.RELEASED - Printed documents may be obsolete; validate prior to use.



        Extended TDY Assistance Service Delivery Guide                                                      NSSC-FM-SDG-0005 
                                                                                                                                    Revision: Basic   

 
 

PRINTED DOCUMENTS MAY BE OBSOLETE.  VALIDATE PRIOR TO USE 
 

Page 14 of 15 

 

RELEASED - Printed documents may be obsolete; validate prior to use.RELEASED - Printed documents may be obsolete; validate prior to use.



        Extended TDY Assistance Service Delivery Guide                                                      NSSC-FM-SDG-0005 
                                                                                                                                    Revision: Basic   

 
 

PRINTED DOCUMENTS MAY BE OBSOLETE.  VALIDATE PRIOR TO USE 
 

Page 15 of 15 

 

RELEASED - Printed documents may be obsolete; validate prior to use.RELEASED - Printed documents may be obsolete; validate prior to use.


